The City of Dothan, Alabama
Summer Seasonal Program

Employment Information Document
Please read the information contained in this document carefully!
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SOCIAL SECURITY CARD

Federal income tax and social security laws require all employees to have a valid original social security card.
All seasonal employees must have a social security card in their name before they will be processed for
employment. You must bring the original social security card with you when you report for employment
processing or you will not be processed. A social security card may be obtained by making application (Form
SS-5) at the Social Security Office on Whatley Drive. Allow two weeks from the date you apply for the social
security card to receive it through the mail.



mailto:jobs@dothan.org

FEDERAL AND STATE INCOME TAX WITHHOLDING STATEMENTS

All employees must have on file with the City of Dothan a Form W-4 (Federal Income Tax Withholding
Statement) and a Form A-4 (State Income Tax Withholding Statement). These forms authorize the City to
withhold a certain percentage of an employee's wages for income tax purposes as required by law. Please
discuss these forms with your parents and be prepared to complete them at the time you are processed for
employment.

NOTE: Because you may be a student you are not automatically eligible to file a Form W-4 claiming
exemption from federal income tax withholding. The IRS has strict rules governing the eligibility for this filing
status and requires the City of Dothan to forward to the IRS copies of the Form W-4 of employees who are
claiming exemption from federal income tax under certain circumstances. The Personnel Department will be
glad to provide you with a copy of these particular regulations if you have any questions concerning your
eligibility.

LIFEGUARD TRAINING CERTIFICATES, ETC.

If you are applying for a position of Lifeguard or similar position requiring a certificate (the job descriptions will
state any certificates, etc., required for a particular position) you must provide a copy of the certificate before
your application will be sent over for employment. Otherwise, there will be a delay in screening your
application.

IMMIGRATION REFORM AND CONTROL ACT OF 1986

This law seeks to preserve jobs for those who are legally entitled to them: American citizens and aliens who
are authorized to work in our country. This law requires the City of Dothan to verify employment eligibility of
anyone hired after 11-6-86 and requires the City to:

1. have the employee fill out their part of the Form I-9 when they start to work;

2. check documents presented by the employee which establish the employee's identity and
eligibility for work;

3. properly complete the Form I-9;

4, retain the Form I-9 for at least three years; and

5. present the Form I-9 for inspection to an Immigration and Naturalization Service or Department

of Labor officer upon request.

So that the City of Dothan will be in compliance with this law you will also be required to furnish, at the time you
report for employment processing, certain documents for our review and examination which establish both your
identity and employment eligibility. = Refer to the attached form headed LISTS OF ACCEPTABLE
DOCUMENTS.

You must furnish either one document from LIST A - IDENTITY AND EMPLOYMENT ELIGIBILITY, or you may
furnish one document from LIST B - IDENTITY AND one document from LIST C - EMPLOYMENT
ELIGIBILITY. Neither the City nor you as an employee have the right to waive this requirement.

While this law seems complicated, it is the law and we must do what is required. Your cooperation in meeting
the requirements of this law is needed. If you have any questions, please call or come by the Personnel
Department. We will be happy to assist you.

The City of Dothan conducts various background checks on initial hires, rehired employees, and internal
transfers/promotions whether part-time, full-time, or temporary. An applicant is subject to various background
investigations up to and including a criminal, credit, past employment, and reference checks.


http://www.dothan.org/depts/personnel/Jobs/PolicyBackgroundChecks.pdf
http://www.dothan.org/depts/personnel/Jobs/PolicyBackgroundChecks.pdf

CITY OF DOTHAN DRUG/ALCOHOL SCREENING PROCESS

As a condition of employment with the City of Dothan you must pass an employment physical which includes
drug testing. You will be given an appointment time to report for your physical processing. On the date of your
physical you will be required to provide a sample of your urine for the drug test. At the time of your drug test:

1. You must positively identify yourself with a photo ID which has your signature on it. You will not be
allowed to continue the physical process without this type of photo identification.

Accept able photo I D'"s include a valid driver's
2. You will need to know the names of all over the counter medications you have taken within the past 72
hour period and you will need to know the names of all prescription medications you have taken within
the past 72 hour period prior to the drug test.
3. You will be provided a cup in which you will be expected to provide a sample of your urine.

The water in the bathroom will be shut off. The commode water will be chemically treated so that the
testing laboratory can tell if commode water has been added to your urine specimen.

Your urine specimen will be tested for temperature, specific gravity and pH before processing for
transport to the testing laboratory.

4, Your urine specimen will be assigned an anonymous, random code number for your privacy. Chain of
custody documents will be completed by you and the Industrial Nurse.

EMPLOYMENT PROCESSING

Employment processing is where you report to the Personnel Department to be signed up for employment.
Each applicant should allow a minimum of 30 minutes for employment processing. By having all required
forms, social security card, proper identification, etc., in hand when you report to Personnel you will be able to
avoid delays and return trips. You must be processed in the Personnel Department before you report to work.

Remember...as an employee of the City of Dothan Leisure Services Department you will be required to
complete the State and Federal income tax withholding forms during your employment processing. Discuss
these forms with your parents, spouse or guardian prior to reporting for processing so that you will know how to
complete these forms.

NOTICE TO ALL APPLICANTS
THE CITY OF DOTHAN IS A PUBLIC EMPLOYER. EMPLOYMENT APPLICATIONS, RESUMES

AND CONTENTS THEREOF, ARE A MATTER OF PUBLIC RECORD. (Chambers v. Birmingham News
Company, 552 S. 2d. 854 Ala. 1989)




LISTS OF ACCEPTABLE DOCUMENTS

LIST A

Documents that Establish Both
Identity and Employment

LIST B

Documents that Establish
Identity

Eligibility OR

LISTC

Documents that Establish
Employment Eligibility

. U.S. Passport (unexpired or expired)

1. Driver's license or ID card issued by
a state or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color and address

. U.S. Social Security card issued by

the Social Security Administration
(other than a card stating it is not
valid for employment)

. Permanent Resident Card or Alien
Registration Receipt Card (Form
I1-551)

2. 1D card issued by federal, state or
local government agencies or
entities, provided it contains a
photograph or information such as
name, date of birth, gender, height,
eye color and address

. Certification of Birth Abroad

issued by the Department of State
(Form FS-545 or Form DS-1350)

. An unexpired foreign passport with a
temporary [-551 stamp

3. School ID card with a photograph

. Original or certified copy of a birth

certificate issued by a state,
county, municipal authority or
outlying possession of the United
States bearing an official seal

. An unexpired Employment
Authorization Document that contains
a photograph

(Form 1-766, 1-688, 1-688A, 1-638B)

4. Voter's registration card

. Native American tribal document

5. U.S. Military card or draft record

. U.S. Citizen ID Card (Form 1-197)

. An unexpired foreign passport with
an unexpired Arrival-Departure
Record, Form 1-94, bearing the same
name as the passport and containing
an endorsement of the alien's
nonimmigrant status, if that status
authorizes the alien to work for the
employer

6. Military dependent's 1D card

. ID Card for use of Resident

7. U.S. Coast Guard Merchant Mariner
Card

Citizen in the United States (Form
1179

8. Native American tribal document

. Unexpired employment

9. Driver's license issued by a Canadian
government authority

authorization document issued by
DHS (other than those listed under
List 4)

For persons under age 18 whe
are unable to present a
document listed above:

10. School record or report card

11. Clinic, doctor or hospital record

12. Day-care or nursery school record

Ilustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)
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THE CITY OF DOTHAN i SEASONAL JOB DESCRIPTION AND REQUIREMENTS

AQUATICS SUPERVISOR: This person supervises approximately 30 employees at Water World and oversees the
operation of the entire facility in the absence of the Manager and Assistant Manager. Job responsibilities include handling
large sums of money, supervising pool and grounds maintenance, and insuring that lifeqguards are performing their duties.
Must possess a current Red Cross Lifeguard Training Certificate at time of application with Water Safety Instructor
Certificate preferred. Two years experience in pool management and prior experience in supervising others desirable.
Must be able to favorably meet the public and get along well with people. Night and weekend work required. This
position is subject to random drug/alcohol testing.

ASSISTANT CONCESSIONS MANAGER: This person is responsible for assisting the manager in supervising the
operation of the concessions stand. Job responsibilities include supervising nine (9) employees, operating a cash
register, preparing food, and assuring a smooth operation of the concession stand. Two (2) years experience in preparing
and serving food and prior experience with electronic cash registers is preferred. Must be able to favorably meet the
public and work with people. Experience supervising others preferred. Night and weekend work required.

BATTING RANGE MANAGER: This person is responsible for managing all aspects of the Westgate Batting Range
operation. Duties will include maintenance of equipment, receiving and accounting for money, record keeping, and
manning the Batting Range token booth for all hours of operation. Technical skills for routine maintenance of equipment
required. Must be able to favorably meet the public and get along well with people. Must be at least 18 years of age and
possessavalidoperator dri ver’'s |l icense.

CASHIER: This person is responsible for handling money and operating a cash register at Water World, at the
admission's gate, gift shop, or raft rental. Job responsibilities may include operating a cash register, selling merchandise,
telephone answering, and helping with maintenance of the facilities. Must have the ability to make change and
adequately maintain records. Prior experience operating cash registers and/or sales experience desirable. Must be able
to favorably meet the public. Night and weekend work required.

CONCESSION MANAGER: This person is responsible for the entire operation of the concession stand. Job
responsibilities include supervising nine (9) employees, staff scheduling, inventory and ordering of food, supervising and
performing cash register operations, supervising and performing food preparation knowledge safety standards, and
assuring a smooth operation of the concession stand. Two (2) years experience in

preparing and serving food, prior experience operating electronic cash registers, and at least one (1) year experience in
supervising others is preferred. Must be able to favorably meet the public and work with people. Night and weekend work
required.

CONCESSIONAIRE: This person is responsible for operating a cash register and/or preparing food in the concession
stand at Water World or the softball complex. Job responsibilities include taking orders and handling money, cooking and
preparing food, and cleaning the concession area. Prior experience in a fast food operation, operating a cash register,
and/or preparing food desirable. Must be able to favorably meet the public and follow money handling procedures. Night
and weekend work required.

DAY CAMP/PLAYGROUND AIDE: Must have interest in working with children ages 6-16 in athletics, arts and
crafts, music, quiet games, etc. Must have ability to perform and lead in one or all of the above skills. Working
hours are 8:30 a.m. to 4:30 p.m., Monday through Friday.

DAY CAMP COORDINATOR: Must be a high school graduate and have some or all college completed as well as
previous experience in organizing, planning, and implementing activities for children ages 6-12 in such areas as
crafts, field trips, athletics, children's games, etc.  Also, some previous experience in supervising others and/or
conducting staff training and workshops is preferred. Working hours are 8:00 a.m. to 4:30 p.m., Monday through
Friday.

DAY CAMP DIRECTOR: Must be a high school graduate preferably with previous experience in planning programs
for children ages 6-12 in such areas as crafts, athletics, special events, quiet games, etc. Previous experience in
supervising others is preferred. Working hours are 8:00a.m. to 4:30p.m., Monday thru Friday.




EQUIPMENT OPERATOR: This person is responsible for maintaining public grounds, parks, street right of ways,
and recreation areas and facilities. Duties include operating lawn and tractor mowers, cutting grass and weeds,
repairing and landscaping grounds when necessary, and picking up litter. May also be required to operate a truck,
assist in field preparation and in the loading and unloading of materials and equipment. Must have skill in the use of
a tractor, ability to understand and follow oral instructions, sufficient physical strength to do strenuous manual work
under varying conditions, able to read and write, and must be at least 18 years of age and possess a valid operator
driver's license.

LAP_SWIM SUPERVISOR: This person is responsible for opening up the Westgate Indoor Pool Monday
through Friday for Early Morning Lap Swim, and lifeguarding during lap swim time. Job responsibilities include
testing the chemicals in the water, testing the temperature of the water, lifeguarding the lap swimmers, and
supervising the Cashier that is on duty. Must possess and present a current Red Cross Lifeguard Training
Certificate at the time of application. Work hours are 5:30 a.m. until 8:00 a.m. This position is subject to
random drug/alcohol testing.

LIFEGUARD I: This person is responsible for maintaining a safe environment for swimmers, saving lives, teaching
swimming lessons, and helping with the operation and maintenance of the swimming pool. Job responsibilities
include teaching assigned classes; lifeguarding; and maintenance of pool, locker rooms, and deck area. Must
possess and present a current Red Cross Lifeguard Training Certificate at the time of application.
Experience as a lifeguard preferred. Must be able to favorably meet the public and get along well with people.
Night and weekend work required. This position is subject to random drug/alcohol testing.

LIFEGUARD lI: This person performs the duties of a lifeguard and also assists the Pool Manager, acting in his/her
capacity during absence of same. Responsibilities include assisting with the operation and maintenance of the
swimming pool, maintaining a safe environment for swimmers and teaching swimming lessons. Must present a
current Red Cross Lifeguard Training Certificate at the time of application, and have at least one (1) year's
experience as a lifeguard and swimming instructor. Must be able to favorably meet the public and get along well
with people. Night and weekend work required. This position is subject to random drug/alcohol testing.

PLAYGROUND COORDINATOR: Must be a high school graduate and have some or all college completed as well
as have previous experience in organizing, planning and implementing activities for children ages 6-16 in such
areas as crafts, athletics, field trips, special events, etc. Also, experience in supervising others and conducting staff
training is preferred. Working hours are 8:00 a.m. - 5:00 p.m., Monday through Friday.

PLAYGROUND DIRECTOR: Must be a high school graduate preferably with previous experience in coordinating
and planning programs for children ages 6-16 in such areas as crafts, athletics, field trips, special events, etc. Any
previous experience in supervising others is preferred. Working hours are 8:30 a.m. to 4:30 p.m., Monday through
Friday.

POOL ATTENDANT: This person is responsible for maintenance of the grounds and facilities at Water World. Job
duties include mowing, cleaning facilities, picking up trash, and enforcing rules. Must be able to meet favorably with
the public. Previous experience in groundskeeping preferred. Night and weekend work required. This position is
subject to random drug/alcohol testing.

POOL MANAGER: This person supervises the operation of the swimming pool and the summer water safety
program conducted at the pool. Job duties include supervising lifeguards and ticket clerks, pool maintenance,
lifeguarding and teaching swimming lessons. A current Red Cross Lifeguard Training Certificate with Water Safety
Instructor preferred. Requires at least one (1) year of experience in lifeguarding, teaching swimming lessons, pool
maintenance, and prior experience in supervising people is preferred. Must be able to favorably meet the public and get
along well with people. Night and weekend work required. This position is subject to random drug/alcohol testing.

RECREATION AIDE: Must be at least 16 years of age with some knowledge of baseball, football, soccer, and
basketball fundamentals. Should be able to meet the public favorably. Knowledge of basic first aid helpful. Should be
physically fit for both light and heavy labor. Experience in using lawn mower and trimming equipment desirable. Some
positions require operation of motor vehicles; therefore, an applicant 18+ years of age must possess a valid operator




RECREATION AIDE (Continued): driver's license at time of application. Duties include Custodial Tasks - picks up trash,
clean bathrooms, empty trash cans, sweep and mop facilities. 2. Maintenance - mow grass, paint, prepare fields, repair
and check bleachers.

3. Special Duties - assist during registration and try-outs, keeps score/time, sell concessions, collect uniforms, assist with
care of equipment. Also supervise facility as needed. Weekend and night work sometimes required.

RECREATION CLERK: This person is responsible for providing routine clerical assistance. Job duties include
answering the telephone, typing, making copies, and greeting visitors in the Department of Leisure Services.

RIDE ATTENDANT: This person works closely with the public at Water World regulating the use of the slides. Job
duties include handing out mats, tubes, enforcing rules, and helping with the maintenance of the facilities. Must be able to
meet favorably with the public. Previous experience working with people preferred. Night and weekend work required.
This position requires working at a height greater than 35 feet; and is subject to random drug/alcohol testing.

SOFTBALL SUPERVISOR: This person is responsible for the supervision of all types of recreational activities at
community centers, parks, and playgrounds, enforcing the rules and regulations of the facility to ensure that everyone
enjoys a safe pleasant environment, scheduling of adult softball league games and supervision of adult softball leagues.
Softball supervisor must have knowledge of league scheduling, running tournaments, and of the rules of softball.
Examples of duties include preparing athletic fields, supervising athletic events and recreation facilities and maintaining
supplies and equipment. Requires a working knowledge of a variety of sports and a comprehensive knowledge of their
rules; ability to exercise judgment, maintain order and discipline, and foster a good sportsmanship attitude with
participants; reasonable knowledge of first aid methods and precautions needed in caring for the injured. Person must be
a high school graduat e, possess a valid ope rhapublicandworkwighr
people, and must be able to work a majority of week nights and weekends. Must be at least 18 years of age.

SPORTS SUPERVISOR: This person is responsible for the supervision of all types of recreational activities at
community centers, parks, and playgrounds, enforcing the rules and regulations of the facility to ensure that everyone
enjoys a safe pleasant environment. Examples of duties include preparing athletic fields, supervising athletic events and
recreation facilities, traveling with teams to district and/or state athletic competitions, and maintaining supplies and
equipment. Requires a working knowledge of a variety of sports and a comprehensive knowledge of their rules; ability to
exercise judgment, maintain order and discipline, and foster a good sportsmanship attitude with participants; reasonable
knowledge of first aid methods and precautions needed in caring for the injured. Person must be a high school graduate,
possess a valid operator driver's license, must be able to favorably meet the public and work with people, and must be
able to work a majority of week nights and weekends. Must be at least 18 years of age.

STADIUM SUPERVISOR: This person is responsible for the supervision of football games and other activities at Rip
Hewes Stadium. Examples of duties include opening and closing the facility before and after events, supervising athletic
events and recreation facilities and monitoring supplies and equipment. Requires a working knowledge of sports rules;
ability to exercise judgment; maintain order and discipline, and foster a good relationship with participants, law
enforcement officials, volunteers, and fellow employees; reasonable knowledge of first aid methods and precautions
needed in caring for the injured. Per son must be a high school graduat e, p
acceptable driving record, and must be able to work a majority of weeknights and weekends. Must be at least 18 years of
age.

TENNIS ASSISTANT: This person is responsible for assisting the Tennis Center Manager in the operation of the tennis
center. These duties would include, but not limited to, registration of tennis lesson participants, assisting tennis
instructors, building and clay court maintenance, all duties related to tournaments & leagues, operation of a cash register
and selling merchandise. Knowledge of tennis rules and/or experience as a player desirable. Night and weekend work
required.

TICKET CLERK: This person is responsible for selling tickets to swimmers at a community center's swimming pool. Job
responsibilities include handling money, accounting for tickets, and helping with maintenance of the facilities. Must be
able to make change, maintain records, and favorably meet the public. Previous experience in handling money preferred.
Night and weekend work required.
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